How to Save to the Server Signed in as Student

1. In the top menu bar select Go to Connect to Server.
2. In the next window choose or type in the server address you
want to connect to, students use westgatefs2 or olivefs2 and staff

uses westgatefs or olivefs2. Then click on Connect.

SO0 Connect to Server

Server Address:

(+) (O]

afp://westgatefs2.sd25.org

Favorite Servers:

I westgate.sd25.org
I access.sd25.org
I westgatefs2.sd25.org

@ Remove ( Browse ) ( Connect )

3. Type your firstnameSPA CElastname and your password. Click

Connect.
Enter your user name and password to access
\/ the file server “westgatefs2".

} Name: firstnameSPACE]astname
Password: eeseescese
"1 Remember this password in my keychain
&J (" Cancel ) ( Connect)

4. In the next window you will see your name (if you do not see
your name, scroll down). Make sure it is highlighted then choose

OK.
L\ Select the volumes to mount:
h,.

NetBootClients0Q

westaff
westgate-staff-shared i

(Cancel\f OK )



5. Open the document you want to save. Go File to Save As.
Document or Untitled will be highlighted, type the title of your
document. Do not remove the extension. In this document it is .doc

Save As: [Documentl.doc ] E} < ! A

Where: [ (] Documents =]

Format: | Word Document ‘%‘

Description

The default format for Word 2004. This format is shared by Word 97 through Word 2003 for
Windows, and Word 98 through Word 2004 for Mac.

Learn more about file formats

E{Append file extension

(" Options... ) ( Compatibility Report... ) Compatibility check recommended

(Cancel ) (Csave)

If your window looks like this click, on the drop down arrow next
to your title to expand your window. (A)

7. In the first column, under SHARED select westgatefs2 or
olivefs2 (A)

Save As: | Document1.docx J E]
( ) [0 | = (G =
< » ] (52 = jm) [ (@ Documents 3 @
DEVICES 4[] Easy Grade Pro
WE-Cart01-Mac... || | (2] Microsoft User Data

[ RDC Connections

1 Macintosh HD ...
(1 TurningP...AnyWhere

(A) SHARED
(s westgatefs2 &

@ Anl..
I

Format: | Word Document (.docx) m

Description
The default, XML-based document format for Word 2008 for Mac and Word 2007 for Windows.

Learn more about file formats

™ Append file extension

./Options... ) { Compatibility Report... ) Compatibility check recommended

r———  ———
( New Folder ) ( Cancel )




8. Next select your name (B), then Documents (C).

Save As: [Ti(le of your document.docx

[«]»] [ea]= @ [ 2] nicholassalerno @ Q
A (1] Desktop

DEVICES
=] WE-Cart01-Mac... (2] Documents
-1 Macintosh HD ... ST (2] Downloads
i (1 s
¥ SHARED g
westgatefs2 [:‘ Movies
- - 3 Music

Connected as: Nicholas...

e

B [ Pictures
Disconnect ) (7 Public
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£ student [ we2014 )
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[*} Documents. eeolo !
E Movi we2017 L
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Format: | Word Document (.docx) }—:_a

Description
The default, XML-based document format for Word 2008 for Mac and Word 2007 for Windows.

Learn more about file formats

M Append file extension

(_Options... ) ( Compatibility Report... ) Compatibility check recommended

New Folder Cancel "

After you have selected Documents you can click on Save.



